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01 5CIQUS::H\)ﬁ Objectives

Whtdanuswaasieuri Microsoft Project Un9Uu ua:§3nkinvouav Project desktop
aslasuaisiky ArKkuadusy Ugnuuazaiiviuldgadou

asv Task, Summary Task ua: Milestone uazidou Task dou Dependency [d

13 Gantt Chart, Timeline uazyuuavdv q tosuLazdoasLHUYIU

asv Resource tasfkualh Task WioAudtuAtdsauovlasuasia

K1 Critical Path uazasavaunlaviutAuaifviula

dv Baseline UufinA2WAUKUN wazoans1oviuaaiu:zlasvaisia

02 A3ULWIKUIY Target Audience

JASUSURasaulAsVATS KOKUNIU Las Project Coordinator
3r9ns AuloR uazdKrIRRAoVIUKRULAzAcawuluduasu
A 919158 UnANYT uasInautonisuskislasuans

HAAEUNUNIUGIE Excel ua:davnisilasuunid Microsoft Project

03 ALAUYIVKANGQAS Highlights

aulnaanut Project d1ga Project desktop, Planner ua: Project Online
ununAududutiov Task, Dependency uazugiuriviu
wkunawsauluklidea Gantt Chart ua: Timeline
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daarwvrulu Critical Path, Baseline uassigviu
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04 ﬂ:)‘lU%\ﬁUg):‘lU Prerequisites
o WBviunouWolaasua: Windows t0ovduld
o 1813 Excel k3alusunsutu Microsoft 365 apps U101
o W9Judovinuld Microsoft Project uafiau

« Tuadn Windows Adadv Project desktop [a

05 FvAdaviasSvuuatlASaviio Setup & Tools

$19A1S s1gastdua
auasai Notebook Windows 10 3o 11 Boudadutnasiiia
Wsunsukan Project desktop 91a Planner and Project Plan 3 K32 5 KSa Project Professional

2024 (Project Standard (3{a1Aaunn Lab)
Wsuasuiasy Microsoft Excel d1HSudvoansigviu

watla walnsvaisdsogvuaziwdnasdssunn Lab

KUN8Q: USUUSVIKUT 2026 RguAusuldu: Wasu1n Project 2016/2019 ui3 Project desktop Uoguu lduA Project
desktop AU1AU Planner and Project Plan 3 K3 5 lia: Project Professional 2024 wuugansuided dakoda Touch Mode
uasiwasikuvavsu 2016 oo LWL Auto Scheduled fiu Manually Scheduled, Timeline, Task Inspector wazn1sdvoon
PDF anuswanneurinasooonkiniduvav Microsoft: Project Online qﬁmsfﬁuémstda 30 Augngu 2026 ua: Project for
the web gnsouL Microsoft Planner uds lau Project desktop [ldsuwans:znu Team Planner diawn: Project
Professional ua:§unu1AuLKMUELIEA JIS8udovidansidviu Project desktop yavauovk$auauiivIu Kinvoua:anstauu
oV Microsoft Waguuaw LHor1a1vav100$3uUada U Suausy dosaaldddrskangas Advanced Microsoft Project

06 ATWSIUAISISYU 2 U Big Picture

Ju KadoKkan

Day 1 Microsoft Project tuddguuuazkiivalusunasy, Bulasvaisikyuasugauriivuiu, asw Task ua: Milestone,
Section 1-6 Bou Task Aoy Dependency, yudv Gantt Chart wa: Timeline wa:zas1v Resource Sheet

Day 2 fKua Resource wa:AE9lR Task, asooAURIGUIULAU, K1 Critical Path, Gv Baseline wa:UufinAnuAU
Section 7-12 KU1, s19vIuLazA1sdvaan ta: Workshop a1vunulasvaisduiddusuau
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2WUNUvIULatasIvlasvais sy
(doH1ASoUSL - Section 1-6 6 59luv

o Microsoft Project tulagUuuazkiinvalusuasy

Project desktop Tu Planner and Project Plan 3 k3o 5 1igufiu Project Professional 2024
Project Online g@n1stiusnis ua: Project for the web Asoutdn Planner

Ribbon, Backstage view, Quick Access Toolbar, Entry bar ua: Status bar
LU2AAAISINUNUIASYATS: YBULA VU d1GU AU LazvuUs:uIeU

Lab: i3ulasvaistkuuazugnuniviu

agwlasvaisonlwdwaikdo Template uazArkuaduisulasvais
Project Information, Options uazn1suuiin{wa .mpp

Project Calendar: Jurinuiu 1a1i1viu Lasdukgasiss

Lab: duugnuriviuyavkuissviuwsousukgaus:51U

Lab: as1v Task wa: Milestone

Auto Scheduled fiu Manually Scheduled ctvfAuagnuls
Uou Task uat Duration unsn au uazg1g Task
Summary Task, Subtask azn1s Indent K30 Outdent
Milestone, Task Note ua: Recurring Task

Lab: uanviulasvaisdsoaguilulasvasiv Task

u Lab: 1§ou Task dos Dependency

Predecessor lia: Successor la:nstdou Task wuu Finish-to-Start
Dependency WU SS, FF ua: SF 1jolanasts

Lag time Wovdu ua:nsuAkSoaunsido

Lab: Sevdrduviuvavlasuansdioguikigadov

a Lab: Gantt Chart, Timeline uatyuuavdiv 9

Gantt Chart, Network Diagram wa: Calendar view

Usu Timescale uazsyuuuunv Gantt tRguvie

Timeline: WU Task wa: Milestone d1Agy udsAnaanlUtdtuvautniaus
Lab: a5 Timeline asUunuviudirSURUSKS

a Lab: a$1v Resource Sheet

Js=an Resource: Work, Material wa: Cost

Max Units, Standard Rate, Overtime Rate ua: Cost/Use
Resource Calendar ua:zjualyovliciazau

Lab: ass1udoniu Jaq uazAtdsnvvavlasunis
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ANKUQNSWYIAS AaOU LLass1yvIU

LoK1n1sausL - Section 7-12

Sou

6 5oluv

Lab: AqKua Resource wa=A1t8919tR Task

Assign Resources ua:znisAikuaratgnuly Task LGy

Task Type 1ovdu: Fixed Units, Fixed Duration ua: Fixed Work
Fixed Cost Lia: Cost Resource &H$uAiEsoRlTuAuLan

Lab: Ausgeudunusouyavlasuaisdoy Cost table

a Lab: asa9oaunlaviutau

deyanuad Overallocated ua: Resource Usage view
Team Planner quiuyavlidazAutlazg1guiuLluuainaig
uAdosnIsWasuAU douviu K3oUsU Units

Lab: uAastwvundaulduiudaunu

a Lab: K1 Critical Path

Critical Path ua: Slack Aoa:(s rinludovs

uaav Critical Task uu Gantt Chart waznsavliaw1:viudnga
Task Inspector Kiakan Task (3ug1n3IAAI0

Lab: suszg:1oalasvaislasUsuviuuu Critical Path

m Lab: Baseline uazuunand1uAukUn

dv Baseline Aauisuviu uasdvikuibounutlasuagugnas
Status date, Update Tasks wa: Mark on Track
%Complete, Actual Start ua: Actual Finish

Tracking Gantt IRgULWUAUVIUDSY La=QuIUAETE

Lab: GuiinAdwAuKIwoulASYAISaIEI 2 SOU

n Lab: sngviuuaznaisdvaan

s1oviudsasy: Project Overview, Cost Overview La: Late Tasks
Ususrgviudosnsiw a1s1v a: Field Adovans

AvATKUNAS:aY WUW Lazdvoantdu PDF Ko Excel

Lab: rsngviuaaiuslasvais 1 Ko

Workshop: 2mvunulasvaisduuddususu

Workshop: aswunulasvaisosvuunaldn duugiu Task ua: Dependency
firkua Resource La:AtE918 udsasavAuAlaviutau

dv Baseline UufinAUAUKUN uazins1eviuwsau Timeline

asU Checklist nsovuwuLaziuonIvdogaags=au Advanced
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07 18yuduudaldacls outcomes

° tﬁamnga\)ﬁan‘,n Project desktop K30 Planner

o ounulustuu Task, Summary Task ua: Milestone

o WHUYIUNIUASY Dependency uazufauniviu
$dunulasvais Resource uasA{Esne
$vuitdaulila Critical Path

« Gaalwuassigvuld Baseline, Tracking ta: Report

08 r?iuﬁ@lé'uuo:ms?u Deliverables
o 10Na1sUs:NOUNISOUSUASUNY 2 JU uazAdaduaauyavna Lab
o [Walnasvnisdsogtvua:z(wdinasdssuna Lab
o Wauwulasvnisonn Workshop ua: Checklist A1savuWulAsvAs

o UsznAtisuasoukangas (Certificate of Completion) wazgovnivaauniudng1nsKavIURANGas

09 ziau“awzaau Instructor

—— -

a.a1ias Tnvu InensyovaniUuloididuaaou Microsoft Project 91AlASVANSAI081VARISEUAULAY 1SUDINSITATSVIU
uuns:0uLAdAaY o waviluuwulu Project Aazdu wiauasuledn Project AudeuduiuazAldsneagls Jissudvnto

Auwavddiay uaztirluovuwulasvaisyavautovldnuiikavoukanadas

s1A1A10USU 6,500 uan/i1u - auls IN-HOUSE walutauasinn

6,500 UN /i @olusou vaT 7%)
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